
 

 

 
 

 

POSITION DESCRIPTION 
 
POSITION TITLE:   Citizen Advocacy Resource and Research Assistant  

Side By Side Advocacy Incorporated 
      

 
POSITION GRADE: Level 4 to Level 5 SCHADS Modern Award – depending on experience 

6 month contract 
14 hours per week (consider less hours for the ideal candidate) 

REPORTS TO:     Executive Officer 

ROLE PURPOSE: 

In conjunction with the Program Coordinator, the Resource and Research Assistant will be responsible 
for a range of research, drafting, resource creation, formatting and administration tasks.  
 
Resources: You will be developing a comprehensive and contemporary induction package along with 
ongoing learning materials. This will be achieved by curating current resources relating to Citizen 
Advocacy and considering, identifying and/or developing additional materials. The role will include 
editing, updating and reformatting some existing materials so that resources are refreshed and can be 
accessed in a logical order. 
 
Research: Part of the role of Citizen Advocacy Programs is to match a person with disability with unmet 
needs to a Citizen Advocate. There are currently people with disability waiting to be matched. You will 
consider and research possible pathways to identifying a suitable Citizen Advocate for each person with 
disability as well as examining current recruitment pathways. 
 
The Citizen Advocacy Resource and Research Assistant will understand the principles and philosophy of 
the Citizen Advocacy movement and will follow, personally model and be able to communicate these 
values. 
 
 

Summary of key responsibilities:  

1. Gather, scan and order existing Citizen Advocacy Resources – to create a complete, searchable, 
online library for use by the Citizen Advocacy Coordinator 

2. Identify resources in need of reformatting updating and complete the required reformatting and 
updating – so that they are accessible and visually appealing 

3. Identify additional resources that would complement current resources of key relevance to the 
Key Office Activities - such as Easy Read resources, videos used by other Citizen Advocacy 
Programs, additional articles 

4. Conceptualise an induction program and ongoing learning strategy for Citizen Advocates and 
draft a proposal  

5. Peruse profiles of people with disability seeking a Citizen Advocacy match and research possible 
approaches to securing a match for each person 



 

 

6. Examine current recruitment pathways and develop a proposal about ways to enhance 
7. Create promotional materials to inform community members about Citizen Advocacy  
8. Other tasks such as attending meetings, completing reports, record keeping as required 

Essential Criteria: 

1. Demonstrated understanding and commitment to addressing the rights and needs of people with 
disability and insight into the social vulnerability of people with intellectual disability 

2. Demonstrated commitment to the principles embodied in the United Nations Convention on the 
Rights of Persons with Disability  

3. Excellent written communications skills with experience writing for diverse audiences 
4. Document formatting skills 
5. Demonstrated research skills 
6. Problem solving skills 
7. Demonstrated ability to work both independently and collaboratively in a small team 
8. Experience using Microsoft Office 
9. A willingness to work flexible hours as required 

Desirable Criteria: 

1. Video development and editing skills 
2. Photography skills 
3. Graphic design skills 
4. Experience working with people with intellectual disability 
5. Advocacy Experience 
6. Suitable tertiary qualifications such as communications, social sciences or community 

development 

 
 

 


